
MTO Learning Series
SUW Tax Service:  Correct a monthly or quarterly 

tax return 



This handout is provided for illustrative purposes only.

The content does not carry the weight of law, bulletins 

or rulings. Therefore, it should only to be used as an aid 

for navigation reference.

The topics covered, screenshots provided and 

guidance supplied is subject to change. The most 

current Treasury information regarding this topic is 

available at michigan.gov/taxes .   



a specific tax form used to correct and replace 

previously filed, incorrect tax information

What is an amended return?



log in to MTO 
mto.treasury.michigan.gov

On the left side of the screen, 

enter your personal credentials 

to log in to MTO. 



select the Sales, Use and Withholding 

(SUW) Tax Service from the homepage



locate your business on the Dashboard 

and click the businessõ name 



the business summary page
overview and starting point of your business interactions with Treasury 

SUW Summary

Ásnapshot of SUW filing information 

SUW Actions

ÁMTO functions allowing you to send 

and view SUW tax information.

ÁThis training document focuses on

the following SUW Actions: 

o Amend and Pay Processed Returns

o File Additional Tax Returns

Other Access Rights

Á If you have connected to this 

business through a different Tax 

Service, jump to that Tax Serviceõs 

business summary page without 

needing to return to the homepage.  



amend and pay a monthly or 

quarterly tax return

IN 6 EASY STEPS



Returns and Amendments table

ÁUse the Return Type and Tax Year 

table filters to locate the tax 

period you need to amend.

ÁOnly 1 entry will appear in the 

table per tax period. 

Tax Type

ÁThe businessõ registered sales, use 

(sales and rentals), and 

withholding taxes that you are 

connected to on MTO and have 

been reported for the tax period.

Period

Átax period

Áhow often you need to file 

(monthly, quarterly, annual)

Click Amend to access the 

electronic form.

Step 1: locate your tax period 



Step 2: the tax form ðselect taxes to amend with this filing

In the pop -up window, only select the tax types you 

need to correct. When Treasury processes the return, 

any unselected tax types that have already been 

filed will be pulled into the return of record. 

When you select a tax type, the tax section appears 

on the electronic form. After selecting the SUW taxes 

to amend, click Continue to proceed to the return.

In the graphic to the left, there are no tax types 

selected in the pop -up window, however, the use tax 

on purchases section is already displayed on the 

form. Remember, use tax on purchases is not a 

registered tax type and is automatically listed on 

every tax return allowing you to report and pay it 

when you have liability. 

Because of this, use tax on purchases will be 

submitted on an amended return along with your 

registered tax type corrections, even if the figures 

remain the same.
.

tip: If mailing an amended return, all registered tax 

figures must appear on the form, whether or not 

there are corrections. 



Step 3: the tax form ðcomplete the return 

Electronic tax form basics:

White fields allow you to input information. 

Some white fields may have a red asterisk next to them, 

indicating a required field. 

Gray fields are calculation fields. MTO performs math 

functions in gray fields based on information you provided 

in white fields. 

Hover language icons provides quick instructional tips for the 

form field lines when you òrolló over them with your cursor. 

Link icons alert you to imbedded links on MTO that, when 

clicked, will open a new web browser window or tab and 

provide you with additional helpful information. 



return label

Á the month (or quarter end month), 
filing frequency, and tax year you 
selected to amend

Selected Taxes

Á The tax types you selected in the 
pop -up window when the form 
opened. 

Á Change the tax types to include 
with this filing by checking or 
unchecking tax types here.

amended return headera closer look é

form instructions & worksheet

Á Retrieve PDF form instructions for 
any SUW tax return (2015 and 
beyond).

Á Access the SUW Worksheet (Form 
5095) to be sure you entering sales 
and/or use tax figures correctly on 
this return.



amended return tax sectionsa closer look é

Original Values

Á the return of record

Á the amounts reported on the original return

Á cannot be changed

Amended Values

Áeditable fields

Áinitially contain the same amounts as the 

corresponding Original Values field

Áchange incorrect amounts to correct amounts

ÁAmended Values replace figures on all previously 

filed returns for the tax period. 

The example to the right illustrates an MTO 

user completing an amended return by 

correcting two tax amounts (highlighted) for 

the April tax period. 

note: highlighting is for illustrative purposes 
only; no highlighting will appear on MTO.  


